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[BEERKELEY LaB]
Environment, Health & Safety Division

MEMORANDUM

5 May, 2009

To: Division Safety Coordinators
Division Liaisons
All JHA Users

From: John Seabury

Environment, Health & Safety Division

Subject: Job Hazard Analysis — Description of Work
Discussion and Step-by-Step Instructions

One of the major features about the required FYQ09 annual update to Work Group and Individual
Job Hazards Analyses is the “Description of Work” feature that was added in October 2008. This
feature was inadvertently left off of the JHA system during development and was not added in
until after the first round of JHAs had been completed. This memorandum serves to provide
additional detail on the specifics required in the “Description of Work” in the JHA process,
including some examples.

We anticipate that as the JHA program and tools undergo additional review in light of the recent
HSS audit, some features and processes may change. However, it is not likely that fundamental
change will come during the FYQ9 annual update cycle (ending 9/30/2009). The purpose of this
guidance is to provide input as to where the JHAs should be now so that we can build upon
these efforts in the future, and to provide examples.

The elements of a Job Hazards Analysis parallel Integrated Safety Management:

Define the Work (ISM Core Function #1)

Analyze the Hazards (ISM Core Function #2)

Determine the Controls (ISM Core Function #3)

Perform the Work in accordance with the Controls (ISM Core Function #4)
e Review the Work and make improvements (ISM Core Function #5)

The Description of Work fits into Core Function 1 above. The balance of the JHA process fulfills
Core Functions 2, 3 and 5.

Requirements
PUB-3000, Chapter 32, Section 32.c.1.a, provides the following:

“The Description of Work statement is a critical element of the JHA. This statement
describes the Work objectives, locations, materials used, processes employed, equipment
used, and expected outputs. The Description statement is generally on the order of a few
paragraphs in length, and is of sufficient detail that the tasks can be determined by a
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trained individual. The Description provides the basis for the further analysis of the tasks,
hazards and controls: any Work performed and analyzed must be described in this
statement.”

There are six elements that must be included in the Description:

Work Objectives — what is the overall context of what this work is trying to do? This
statement defines the context for the further analysis.

Work Locations — where is the work performed? You can also break down the different
materials and processes (see bullet below) by location if that makes sense.

Materials Used — this description should be sufficiently detailed that the hazards
associated with each material can be assessed. Where some members of a family of
materials have unique hazards, then they should be specified (e.g., specify which types of
acids are used, what are the typical compositions of welding rods employed, which hand
or power tools are used, etc.)

Processes Employed — the processes and techniques should be listed with sufficient
detail that hazards and potential exposures of the work effort can be determined. For
example, “Work with chemicals” is not specific enough, nor is “climb ladders” — neither
provides enough detail to determine the hazards/exposures. Better would be “perform
solvent-solvent extractions and acid-base titrations” and “climbs stepladders to reach and
retrieve items up to 10 feet above the floor”. It may make sense to integrate the
“Materials Used” and “Processes Employed” descriptions into one statement (e.g.
“perform inert-gas arc welding on aluminum, mild carbon and stainless steels™).
Equipment Used — be specific enough that hazards can be determined. Generally this
means providing a list of each piece of equipment. Detail can be summarized (e.g.,
“vertical mill” is probably sufficient, manufacturer and model probably doesn’t add much
to the description).

Expected Output — what product is the result of your work effort? In the research
environment where the expected output is knowledge this may be harder to describe, but
when the processes and equipment produce a physical entity this will help put the work in
context.

While the actual level of detail for each of these elements will vary depending upon the specific
work described, all of the elements must be present and complete. Descriptions of Work for
Work Groups need to be updated by June 30, 2009 and for Individuals by September 30, 2009.

Examples

The Descriptions of Work below, pulled from actual JHAs, provide examples of these
expectations.

1. Description of Work (from a Work Group)

This JHA Work Group covers work in 70-158, 70-120, associated staff offices, and at the
Advanced Light Source. Work at the ALS is further analyzed in the approved Experiment
Summary Sheet for that experiment. Work at offsite locations (e.g., UCB campus, other US
synchrotron labs) is analyzed by the safety systems in use at those facilities.

70-158 is a basic research laboratory specializing in the study of the geochemistry of
naturally occurring nanoparticles. This research requires the synthesis of engineered
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nanoparticles that serve as analogs of natural materials, principally transition metal oxides
and sulfides prepared and analyzed as suspensions in aqueous solutions.

Sample synthesis involves chemical handling, including the use of acids and bases. Oxygen-
sensitive materials require handling in an anaerobic chamber under an inert (4% H2 - N2)
atmosphere maintained by compressed gas cylinders.

Sample analysis methods performed in this laboratory include dynamic light scattering (with
enclosed laser), optical absorption spectroscopy and potentiometric titration. Additional
sample analyses are performed at other locations at LBNL and on campus, and include x-ray
diffraction, x-ray photoelectron spectroscopy, optical fluorescence spectroscopy and x-ray
synchrotron methods performed at the Advanced Light Source.

In addition, computers are used for data analysis and manuscript preparation.

Analysis: Overall, this is a pretty good Description of Work. Areas for improvement might
be to describe 70-120 in the same level of detail that 70-158 is, and to provide more specifics
on the exact chemical identities and concentrations of the acids and bases that are used.

Work Objectives - good

Work Locations — apparently complete
Materials Used — needs improvement
Processes Employed — needs improvement
Equipment Used — good

Expected Output — implicit but acceptable.

O O O O O O

2. Description of Work (from a Work Group)

Working in laboratories 160 and 471 in Donner on basic research involving the
determination of spatial 3D molecular organization of macromolecular machines in cells,
tissues and microbial communities. Includes growing microbial cell cultures under aerobic
and anaerobic conditions, labeling with a tag-specific reagent, followed by either chemical
or cryo-fixation and subsequent workup for TEM, including water-organic solvent
exchanges, resin infiltration and polymerization, sectioning and TEM analysis. Similarly,
animals/tissues are fixed and subjected to TEM preparation. Chemicals handled include
neutral salts, dilute acids and bases (below 0.1M) necessary to prepare buffers and nutrient
media. Work also includes extensive computer work for research (3D volume reconstruction,
inspection, visualization, and analysis), report, poster and presentation preparation and
general communication.

Analysis: Also a pretty good description. Could be improved by detailing more specifically
the equipment used to grow the cell cultures or the cryo-fix. It is unclear whether the cryo-
fixation requires the use of liquid cryogen or is performed by a machine. A more complete
description of the use of animals (live? organs? tissues?) would also be helpful.

Work Objectives — good
Work Locations — excellent
Materials Used — needs improvement
Processes Employed — needs improvement
Equipment Used — needs improvement
Expected Output — excellent
Environment, Safety and Health Division
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3. Description of Work (from a Work Group)

Description of the Work that this Work Group performs and to which this analysis applies:
There are three main tasks associated with this JHA. One is to make cables from
superconducting wire. This requires that wire is re-spooled from the manufactures spool
onto special spools that are mounted on the cabling machine. Once the spools are on the
machine the wire from the spools is run over pulleys, passed though guides and around
brakes prior to entering the roller assemble that deforms the wire into a rectangular. For
details of the cabling machine see AHD 123 (60 STRAND EXPERIMENTAL CABLING
MACHINE).

The second and third tasks requires the preparation of both metallographic samples to study
the deformation of the strand due to cable and the measurement of critical properties of the
wire that can change due to the cabling process. The critical current of the wire is measured
at cryogenic temperatures between 4.2K and 77K.

General work objectives: There are two main objectives of this effort. One task is to take
wire and fabricate rectangular cables that will be used in superconducting magnets. The
other task is to characterize the cables, and the wire they are made from.

1. Work locations:

a. Bldg. 52 and Bldg. 46
2. Materials used
a. During cabling of wires:

i. Wires of Cu-Nb-Sn, Cu-Nb-Ti, Bi2Sr2CaCu208

ii. Wire lubricate: RichardsApex (V-4BR) vanishing oil (hydrotreated naphtha
petroleum)

iii. Pb-Sn solder

iv. Palmitic acid

b. Materials used during critical current measurements

i. Liquid helium, liquid nitrogen,

ii. Pb-Sn solder, Bi-Sn, and silver solders

iii. Stycast epoxy and LV24 hardener

iv. Solvents to clean parts and samples: Acetone and ethanol
v. Formic acid to remove Stycast epoxy from materials

c. Metallographic sample preparation:
i. Epoxy mounting material, polishing paper, and polishing compounds.
3. Processes employed:

a. Cryogenic testing of materials
b. Use of mechanical equipment to process cable

4. Equipment used:
a. Cabling equipment:
Environment, Safety and Health Division
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I. Wire re-spooling bench, optical micrometer, lathe, roller housing (Turks head) to
deform cable, roll grinder.

b. Critical current measurements:

i. 15T superconducting solenoid, two 1,000 A, 10V power supplies
ii. Sample mounting: soldering irons, hair driers,

c. Metallographic sample preparation:
i. Rotating dish polishing stations.
5. Expected outputs:

a. Rectangular (Rutherford style) cables from various wires.

b. Critical current data of superconducting wire.

c. Resistivity measurements of the Cu matrix of superconducting wire.
d. Photographs of cable and wire cross sections.

Analysis: Although somewhat lengthy, this is a reasonably complete Description of Work.
The description of “processes employed” is at too high of a level to adequately analyze the
hazards and should have some additional detail provided . A description of what is meant by
“cryogenic testing of materials” is necessary. Additionally, explanation of the steps by
which “mechanical equipment” is used to wind cable would help to facilitate further analysis.

Work Obijectives — excellent

Work Locations — excellent

Materials Used — excellent

Processes Employed — needs improvement
Equipment Used — excellent

Expected Output — excellent

O O O O O O

4. Description of Work (from an Individual JHA)

Using strong acids to prepare dilute solutions, digest samples, clean labware, and for other
chemical reactions. The strong acids referred to here are the usual strong mineral acids,
sulfuric, phosphoric, nitric, hydrochloric, hydrobromic, perchloric, and similar strong acids
such as fluoboric, trifluoroacetic, triflic, and para-toluenesulfonic acids. This activity does
not include either work with hydrofluoric acid or work with perchloric acid at temperatures
above room temperature.

Analysis: An excellent description of the work activities. The listing of materials included
and excluded provides a good description of the “safety envelope” defining the further
analysis. However this Description of work should include a listing of work locations.

Work Objectives — good

Work Locations — needs improvement
Materials Used — excellent

Processes Employed — excellent
Equipment Used — good

Expected Output — good

O O O O O O
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5. Description of Work (from an Individual JHA)
All Work is described by the Work Groups above.

Analysis: This is a perfectly acceptable Individual description provided that it reflects
reality. However, in this specific example, the JHA showed that the individual has a
Lockout-Tagout requirement at the individual level, which meant in fact that the work was
not fully “... described by the Work Groups above”. The lesson here is, if additional
hazardous tasks are added at the Individual level, then the Description of Work for the
individual needs to support the additions.

Work Objectives — needs improvement
Work Locations — needs improvement
Materials Used — needs improvement
Processes Employed — needs improvement
Equipment Used — needs improvement
Expected Output — needs improvement

O O O O O O

6. Description of Work (from an Individual JHA)

Responsible for daily coordination of hazardous waste technician team for picking up waste
and managing the waste at hazardous waste handling facility including waste pick up,
inspection, sampling, packaging and shipment.

Analysis: There is no discussion of work locations here — duties will differ depending upon
whether the individual is at the Hazardous Waste Handling Facility or out in the field
collecting waste. Also, the further analysis discusses a number of hazardous tasks (climbing
ladders, working with engineered nanomaterials, driving forklifts among other), but there’s
nothing in this description that would logically point an analyst to those tasks. It definitely
lays out the expected output via an expectation statement, but needs additional amplification.

Work Obijectives - acceptable

Work Locations — needs improvement
Materials Used — needs improvement
Processes Employed — needs improvement
Equipment Used — needs improvement
Expected Output — good

O O O O O O
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Appendix A — Step by Step Instructions

To add a Description of Work to a Work Group, go here.
To add a Description of Work to an Individual JHA, go here.

Part 1: Adding Description of Work to Work Group Profiles

Helpful Information

STEP 1. Log in to the EH&S Job Hazards Analysis (JHA) system at

https://ehswprod.lbl.gov/ehstraining/jha/login.aspx

f‘ﬁ U.5. DEPARTMENT OF
\9/ ENERGY

LAWRENCE BERKELEY NATIONAL LABORATORY |

<2 § BERKELEY LAB

EH&S Training - Job Hazards Analysis

@ LDAP Lo ain LDAP Username: | |

O Employee 1D Login
O Mo Employee 10 Login

LDAP Password: | |

(&) Login
For more information and Frequently Asked Questions, please click here
Download the Step by Step Instuctions for:
« An Individual

* A Supervisor
o AWWork Lead

Login using your LENL emplayes id or yaur LDAF user name and password

O Use your LDAP username and
% password to log in to the system
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Adding Description of Work to Work Group Profiles
(continued)

Helpful Information

STEP 2. To begin, select “My Work Groups” from the Main Menu

S0 _ ]0[) Hazards Ana/ysis
fl’r_r!’__ljr " LAWRENCE BERKELEY NATIONAL LABOPATORY
This site s best viewed at 1024x768 or [pgher and is optimized for
fa} Home Mozilla, Firefox and Fternet Explopefrunning on Windows XP
[ Take HA »
[ Wiew/Spprove JHA 3

2wy Traring Profie The Job Hazards Analysis Web Site allp

credit, and establish traming groups

S you to complete or modify a THA, obtaimn reports for v

« 2earch Training Profies ased on your needs.

€ IHA Compiiance 4 r< about yvour working enviromment and activities for the purpose of not:

The THA asks yvou questig
course of your work gifhe Laboratory. Please click Take JHA of the navigation menu on the left t
appropriate trainipg requirements being identified that will allow you to operate more safely here at

consider the fallowing:

€ Required Training ]
4 Reg/Rec Completion
. Expired Training

11T -+ e 1% T - . - - [l Vo . LU
€ ExtraTraning nsure that each question presented is answered; chck on the appropnate "Yes or No" respo

& GERT Completion ® If you are unsure as to the proper response for a question. please consult with your superviss

GERT Completion (nors . T
p { o If you are performing LBNL-related work at UC Berkeley, please consult the individual who

Terminated Eng®

® Please be sure you are using a browser with "Cookies Enabled”. If you are not sure what thy:
"OFF" then there 1s no need to be concerned. If cookies have been tined off, you can chan
S dialogue box that 1s brought up. click on Advanced to see the various cookie options.

& My Work Groups
Search Work
[ Feedback

@ Frequently Asked Questions You may also:

* View your JHA,

L Logout

* View your questions.

O Select “My Work Groups”

O Your Main Menu may look a little
different depending upon your
level of access to the JHA system

STEP 3. Select a Work Group by clicking on either the name of the Work Group or on the
“Edit” icon

Refresh  Export fo Excel Civision: | Physics w
Wiew Group Type Division Title Status
AjY Aj¥ AjY¥ Aj¥
B Safety FPhysics BaBar Group Activg”” Bronwn, Diawid M
B’ safety Physics PH Blank for cloning White Martha L
B Safety Fhysics Active  Luk kam-Biu
B Safety Physics Active  Thompson,Catherine A
B’ Safety H SuperMaova Cosmology Group (notincluding Active  Spadafora Anthany L
B Safety ysics Physics - Particle Data Group Active  Barnett,R Michael
i Active  Chanowitz Michael 5
B2 fiety FPhysi€s Physics, Lab activities for astro phvsics {eq. CCD-laky Active  LeviMichael E
B afety FPhysics Fimegeoffice activities for astro physics (eg - Active  LeviMichael E

O Either the link at the name or the
“Edit” icon will bring up the
Work Group
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Adding Description of Work to Work Group Profiles
(continued)

Helpful Information

STEP 4. On the "Define Work Group" tab, replace the red system default text with the
Description of Work that is analyzed for that Work Group. Then click on the "Save"
button.

Define Wark Grougp

Azzign Members Anzwer Guestions ‘ “iew Responses ‘ i Edit AuThorizatiol/ ‘

Group Type Safety
*Owner | LaviMichael E
Co-Owener | Yamato,Masaaki
Co-Owiner || yhite Martha L
* Division :

Gualification

.aum

Physics
*Title | Physics, Lab activities for astro physics (eg. CCD-lak)
Wiork Group Details : | 5NaP or CMB labaratory activities.

* Description of Wi Rapiace this text with & deacription of the Work that this Work Group perform
andf to which this analvsis applies. Please include the gensral Work objectives,
Iocations, materials used, processes employed, equirment used, and
expectad outputs. It showid be of sufficient detail that the tasks can be

isterrmined by a trained Indiviclal .

*Membership Type Rule
Status :

Standard

@ pctive O Inactive

O Dratt

O Descriptions of Work must
contain six elements:

o Work Objectives

o Work Locations

o Materials Used

o Processes Employed
o Equipment Used

o Expected Output

While the actual level of detail for
each of these elements will vary
depending upon the specific work
described, all of the elements
must be present and complete.
There must be sufficient detail
that the hazardous tasks can be
determined by a trained
individual. Contact your Division
Safety Coordinator for assistance
in developing this Description of

Work.

O You MUST save the updated

— Description of Work

information or it will be lost
when you leave this tab!
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Adding Description of Work to Work Group Profiles
(continued)

Helpful Information

STEP 5. You should also take this opportunity to review the Tasks, Hazards and Controls
associated with this Work Group to be sure that they are current and complete. Do
this by clicking on the "View/Edit Authorization™ tab.

Define Work Groug Azzign Members Answer Questions Wiew Respl Wiew Edit Autharization

Title: Physics, Lab activities for astro physics (eg. CCD-lab)
Status: Active

Mode: & E irm Hazard Profile

Printahle Version

Task # |Descripll® Hazard(s) \Control{s)

1 Intensive use of desktop and/or laptop
computers or terminals

Musculoskeletal discomfort or injury EHS 0059 Ergo Self-Assessment for Computer Users

(Remedy Interactive - online)

Furchase Ergo chair, keyboard, mouse

Take petiodic breaks to stretch arwalk {e.g., 5 minute breaks
each hour, or mare often if fatigue is felf).

Use neutral postures: straight wrist, arms/elbows at sides, and
headineck balanced aver shoulders

Use keyhoard shortcuts, alternate hands, andfor use alternate
pointing devices to minimize mouse repetition.

Adjust chair, keyboardimouse and monitor settings to awvoid
awkward postures. Arrange tools for easy reach.

2 ‘Work with sealed radioactive material under |Personal exposure to or enwironmental release of radioactive | Take radiation class

Sealed Source Authorization ar Generally material

Use specific handling technigques andior tools as specified in
Licensed Source Authorization

the autharization

Control inventary and file inventary reports as required by the
autharization

3 ‘Working with or around hazardous Exposure or ather hazards due to any use of or proximity to EHS 0345 Chemical Hygiene far Facilities

commatrcial chemicals with known and hazardous chermicals

Know the hazards of materials that you work with: Consult
defined hazards

MSDS or other sources for hazardous properies of materials
including incompatibilities

Store and use all materials to avaid incampatibility reactions

Assure that emergency eyewash andlor safety shower are
available for any use that poses an eve, face or hody exposure
hazard

Wear lab coat, closed toed shoes, safety eyewear (e.g., safety
olagses with side shields, gogoles, and face shield) as
appropriate

Wear gloves appropriate for the material being handled
(consult glove selection guide)

O

o

Open up the Hazard profile by
clicking on the "View/Edit
Authorization" tab.

Switch to the "Edit" mode to
make changes in the Tasks,
Hazards and Controls.
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Adding Description of Work to Work Group Profiles
(continued)

Helpful Information

STEP 6. While in the "Edit" view, changes can be made by clicking on the "Edit" icon
associated with whatever it is that you want to change. Be sure to Save the changes
when you're done editing.

Define Work Group Azsign Members Angvver Questions Viewy Responses i/ Edit Authioc

Title: Physics, Lab activities for astro physics (eg. CCO-lab)
Status: Active

Mode: O Preview @ Edit

Add Flefresh [ Expandan | [ Collaps

p computers or terminals

@/n e use of desktop andior 13

B* usculpgkeletal discomfort or injury

EHS 00459 Ergo SeltAssessment for Computer Users (Remedy

=2 Interactive - online) EHS0059
@ Furchase Ergo chair, keyboard, mouse.

B 2 3 Take periodic breaks to stretch orwalk (2.0, 5 minute breaks

each hour, or more often if fatigue is felt)

Ulse neutral postures: straight wrist, armsfelbows at sides, and
& @ @ 3 headheck halanced over shoulders.

Use kevboard shortcuts, alternate hands, andfor use altermate
=2 & @ 5 pointing devices to minimize mouse repetition.

Adjust chair, kevhoardfmouse and monitar settings to avoid
= & @ 8 awlkward postures. Arrange tools for easy reach.

Wteels it mmmled emdinsetion vnsdeial Deeae Danlaed Daneen Lodbeviredion av emeeallo Disnnend Coovee

]

O

The "Edit" icon looks like a piece
of paper with a pencil on it. Each
Task, Hazard or Control must be

edited separately.
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Adding Description of Work to Work Group Profiles
(continued)

Helpful Information

STEP 7. When you are done editing the Tasks, Hazards and Controls return to the Preview
screen and save the changes you have made.

Define YWark Group Aszsign Members Answer Questions “ien Edlit Authorization
Title: Physics, Lab activities for astro physic

Status: Active

mfde: O Preview Y& Edit

[ Bxpandan | [ collapse Al

Add  Refresh

BB @ ® o

Intensive use of desktop andior laptop computers or terminals

B B @ @ 1

Musculaskeletal discomfort ar injury

EHS 00549 Ergo SeltAssessment for Computer Users (Remedy
Interactive - anling) SRS
Furchasze Erga chair, keyboard, mouse.

Take perindic breaks to stretch orwalk {e.g., 5 minute breaks
each hour, or more often if fatigue is felf).

B Bl 6

O Switch to the "Preview" mode
| after you have made changes to

the Tasks, Hazards and Controls.

STEP 8. Save the changes you have made.

Define Wark Groug Azzign Members Answer Questions Yigw Responsas WigwiEdit Authorization

Title: Physics, Lab activities for ast
Status: Active

- ab)

Mode: @ Preview dit Canfirm Hazard Profile
Task # |Description jazard(s)

1 Intensive use of desktop andfor laptop Musculoskeletal discomfort or injury
computers or terminals

Control{s)

EHS 0059 Ergo SelfAssessment for Computer Users
(Remedy Interactive - online)

Purchase Ergo chair, keyboard, mouse.

‘Take periodic breaks to stretch orwalk (.0, § minute breaks
each hour, ar mare often if fatigue is felf)

Use neutral postures: straight wrist, arms/elbows at sides, and
headineck halanced over shoulders.

Use keyhoard shortcuts, alternate hands, andior use alternate
pointing devices to minimize mouse repetition

\Adjust chair, keyboardimouse and monitor settings to avoid
awlwvard postures. Arrange tools for easy reach.

2 ‘Work with sealed radioactive material under |Personal exposure to or erwironmental release of radioactive | Take radiation class

Sealed Source Autharization of Generally  |material Use specific handling techniques andior tools as specified in
Licensed Source Authorization ithe authorization

Control inventory and file inventory reports as required by the
authorization

EHS 0345 Chemical Hygiene for Facilities

Know the hazards of materials that you work with: Consult
MSDE or other sources for hazardous properties of materials
including incompatibilities

Store and use all materials to avaid incampatibility reactions
\Assure that emergency eyewash andfor safety shower are
available for any use that poses an eve, face or body exposure
hazard

‘Wear lab coat, closed toed shoes, safety eyewear (e.g., safety
glasses with side shields, goggles, and face shield) as
appropriate

‘Wear gloves appropriate for the material being handled
(consult glove selection guide)

3 ‘Working with or around hazardous
commercial chemicals with known and
defined hazards

Exposure or ather hazards due to any use of or proximity to
hazardous chernicals

O Save your changes by clicking on
— the "Confirm Hazard Profile"

button.
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Adding Description of Work to Work Group Profiles
(continued)

Helpful Information

STEP 9. Let the members of your Work Group know that you have updated the Description of
Work and the Tasks, Hazards and Controls so that they can incorporate the changes
into their Individual JHA.

Define Work Group Azsign Members Answer Guestions Yigw Responses i Echit Sutharization

Title: Physics, Lah activities for astro physics {eq. CCD-lah)
Status: Active

Rules:
flembers:
E =
Add  Refresh Exportto Excel
Delete  Employee D Employee Mame Civisian Added By Date Added
@ 002287 Bebek, Christopher FH Bebek, Christopher 020952009
@ 012330 Dawson Kyle 5 PH SYSTEM 080712008
@ 2172481 Emes John H PH SYSTEM 07i28/2008
@ 221201 Groom,Donald E PH SYSTEM 07i02/2008
@ 012694 HennawiJoseph F PH SYSTEM 094082008
@ 800894 Irwin,vette M PH SYSTEM 052212008
@ 0134985 Jelingky,Sharon R PH SYSTEM 052212008
& 3370m Karcher Armin EG SYSTEM 0562212008
@ 488540 Kolhe William F PH SYETEM 0882212008
@ 0159348 Mostek, Mick J PH SYSTEM 09403/2008
@ 110341 Roe Matalie A PH SYSTEM 081352008
@ 017256 Thacker,Jarn PH SYSTEM 07i31/2008

Total Members: 12

O Updates to Work Groups are not
automatically reflected in each
Worker's JHA, he/she must
import the updates.

Repeat Steps 1-9 for each Work Group.

Then ...
You're done!
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Part 2: Adding Description of Work to Individual Profiles

Helpful Information

STEP 1. Log into the EH&S Job Hazards Analysis (JHA) system at
https://ehswprod.lbl.gov/ehstraining/jha/login.aspx

U.S. DEPARTMENT OF

= BERKELEY LAB @ENERGY

LAWRENCE BERKELEY NATIONAL LABORATORY 10ONE K EA

EH&S Training - Job Hazards Analysis

® LDAF Login LDAP Username:
O Employee 1D Login LDAP Password:

O No Employee 1D Login

(&) Login

For more information and Frequently Asked Questions, please click here
Download the Step by Step Instuctions for:
+ An Individual

= A Supervisor
o AWork Lead

Login using your LENL emplayee id ar your LDAP user name and passward

O Use your LDAP username and
password to log in to the system.

STEP 2. To begin, select “Take JHA” "Modify Existing JHA" from the Main Menu

rereee i

72 Home

. nalysis

LAWRES_E HERKELEY NATIONAL LABORATORY

TS site is best viewed at 1024768 ar higher and is aptimized far
IMozilla, Firefox and Internet Explorer running on Windows X

Take JHA

2 My Training Profie The Job Hazards Analysis Web Site allows you to complete or modify a JHA, obtam reports for v

. Search Traning Profies credit, and establish trainng groups based on your needs.
1A compliance b The THA asks you questions about your working enviromment and activities for the purpose of not
€ Required Trairing » course of your work at the Laboratory. Please click Take THA of the navigation menu on the left t

appropriate traming requirements bemg identified that will allow you to operate more safely here at
4 Reg/Rec Completion . = = - N

consider the following:
4 Expired Training

B - 14 o — 1o R B 1 - . L[ Sy . [LJp——
© ExtraTraring Ensure that each question presented is answered: click on the appropriate "Yes or No" respo

' GERT Campletion * If you are unsure as to the proper response for a question, please consult with your superviss

) GERT Completion {non-LOAR . P
2 t ) o If you are performing LBNL-related work at UC Berkeley, please consult the mdividual who

. Terminated Employee

® Please be sure you are using a browser with "Cookies Enabled”. If you are not sure what thi:

& vy work Groups - N A
v ? "OFF" then there iz no need to be concerned. If cookies have been turned off, you can chan

« Search Work Groups dialogue box that 1s brought up, click on Advanced to see the various cookie options.
) Feedback
@ Frequently Asked Questions You may also:
&, Logat ® View your JHA.

* View your questions.

O Select “Take JHA” "Modify
Existing JHA". If you select
“Create New JHA” you will
overwrite anything you’ve put
into the JHA non-selectively.

O Your Main Menu may look a little
different depending upon your
level of access to the JHA system



https://ehswprod.lbl.gov/ehstraining/jha/login.aspx
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Adding Description of Work to Individual Profiles
(continued)

Helpful Information

STEP 3. Click through the Work Location screen (verify that it’s correct) to the JHA main
page. Find the “Description of Work” field. Erase the red text and fill in your own
Description of Work.

]r)}v Hazards Analysis

LAWRENCE BERKELEY NATIONAL LABORATORY

Laboratory-wide JHA

Emplovee ID; Employee Name: Date Taken:
T % ] 0/30/2008
Supervisor ID: Supervisor Name: Division:
546350 Lucas, Donald Environment, Health & Safety
/
Select your JHA Work Group(s): /
Awailable JHA Groups Selected JHA Groups
Administrative/Managernent -~ EHAS Training Group
EH2S AHERA
EH&S Industrial Hygienists

EHS - HES Audit Tearm 2009 Add >
EHS Security Entry Gates

EHES Security Offsite

EHS Security Rover << Remove
EHS Wi Certification Team Merber

EHS WM Compliance Team Member

EHE Wh Medical/Biological Yaste Handler or Manager v

Description of Work:

Repiace this text with a description of the Work that you perform and 1o which this analssis applies. Flease include the general Work objectives, locations, materials used, processes
employed, squipment used, and expected outputs. it should be of sufficient detall that the tasks can be determined by & traned individual If some of the Work is already deacrbad by
Work Group descriptionfs) you may include only those portions that are not already described. If aif the Work is described by the Work Group description(s), you may delete this text and
replace it with "All Work is described by the Work Groups above” or similar.

ar:d that any other Iﬁazards to which you ma'y be exposed are similar in nature and magnitude a;
those of the general public. You will not be given the opportunity to answer any additional
questions. Only a "YES" answer will allow you to view other sections of the JHA addressing specific
hazards.

P
l — l‘/

O Descriptions of Work must

contain six elements:

o Work Objectives

o Work Locations

o Materials Used

o Processes Employed
o Equipment Used

o Expected Output

While the actual level of detail for
each of these elements will vary
depending upon the specific work
described, all of the elements
must be present and complete.
There must be sufficient detail
that the hazardous tasks can be
determined by a trained
individual. Contact your Division
Safety Coordinator for assistance
in developing this Description of
Work.

If all of your Work is described in
the JHA Work Groups, you may
so state in the Description field.

At the bottom of the page, click
on the “Continue Questionnaire”
button. If you haven’t put in a
Description of Work you will not
be allowed to continue with the
JHA process!

STEP 4. Continue through the questions, hitting “Continue Questionnaire” at the bottom of

each page. After reviewing the responses to the questions, save your work by clicking

“Create Hazards Profile.”

l - 3

l Create Hazards Profile r/

If you have answered incorrect! i = button to correct any mistakes

The changes to your JHA will
only be stored if you create a new
Hazards Profile. If you leave this
screen without saving your
changes will be lost.
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Adding Description of Work to Individual Profiles
(continued)

Helpful Information

STEP 5. Display the JHA by clicking on the link to view the “Job Hazards Analysis”.

]O[’ HCI:.‘CI J‘C{S £ hmlys 1S

LAWRENCE BERKELEY NATIOMNAL LABORATORY

Laboratory-wide JHA

A JHA Draft Hazards Profile has been created successfully forfZ2222202

The next step is for you to discuss it with your Supervisor/Work Lead.

The JHA should be tailored to specifically describe the work you perfor
are items on the Hazards Profile that do not apply to your work, your
Supervisor/Work Lead can modify, waive or remove them.

. If there

After you and your Work Lead/Supervisor agree on the content
Profile, the Supervisor/Work Lead will sign it (electronically), a
countersign it (electronically) to create the active Work Auth

YView the Job Hazards Analysis (JHA)

the Hazards
you will need to

Wiew the guestions just taken.
Wiew the current Training Profile.

NOTE: Your Training FProfile will not reflect with the requirements from your JHA until wou
and your SupervisorMork Lead have approved and the Work Authorization is Active.

O Display the JHA by clicking on
the link to view the “Job Hazards
Analysis”.
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Adding Description of Work to Individual Profiles Helpful Information
(continued)

O Confirm that the Description of
STEP 6. Confirm that the Description of Work that you just wrote has been included in the Work that you just wrote has been

“Individual” section of the JHA. included in the “Individual”
section of the JHA.

’A\I LAWRENCE BERKELEY NATIONAL LABORATORY

rsgeer r|s

p— JOB HAZARDS ANALYSIS
Status: Draft

Worker: E:;// /d Work Lead: Lucas Donald (546850) Approval Status: Awaiting SupwVL Apy{nval
Active Date:

‘ Ervironment, Health 8 Safety Supervisor: Lucas Donald (546850) Expiration Date:
Employment Date: 090552006 JHA Number: 11472
Phone: .
Emall: Job Title: Training Specialist 2

 Indicates course requirement fulfilled
x Indicates course requirement not fulfilled - Additional training required

Group 1; EH&S Training Group (Owner DONALD LUCAS 5468507
Description of YWork: Replace this text with a description of the Waork that this Work Group performs and to which this analysis applies. Plegée include the general Waork objectives, locations,
materials used, processes employed, equipment used, and expected outputs. It should be of sufficient detail that the tasks can be detergafhed by a trained individual

Task# |Description Hazard(s) Cnnlr-ff(s)
1 Intensive use of desktop and/or laptop Musculoskeletal discomfort or injury v A EHS 0053 Ergo SelfAssessment for Computer Users
computers

emedy Interactive - online)
' &) EHS0058 Ergn Self Assessmant-Refrasher
Take periodic breaks to stretch or walk (e.g., 5 minute breaks
each hour, or more often if fatigue is felt).
Use neutral postures: straight wrist, armsielhows at sides, and
head/neck balanced awer shoulders.
Use keyboard shortcuts, alternate hands, andfor use alternate
pointing devices to minimize mouse repetition.
iidjust chair, keyboard/mouse and manitor settings to avoid
awkward postures. Arrange tools for asy reach

Immediately notify Superisor of any discomfort.

z Lifting abjects Muscle strain/sprain v &J EHS 0052 WaorkSmart Ergonomics

Be sure you understand the load - assess its weight, size and
balance, especially with large items (e.g., video equipment)
Get with lifting heawy andfor awkward loads
ssure a clear path when moving loads

Individual:
Description of YWork: All Work is described by the Work Groups above

M— |Comrol(s)
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Adding Description of Work to Individual Profiles

(continued)

Helpful Information

STEP 7.

The next step is to meet with your Work Lead to go over this draft JHA and get

his/her comments, changes and approval. Have your Work Lead

e log into the JHA system and
e open up your draft JHA from the Work Lead’s “View/Approve JHA” “JHA
Profiles (My Direct Reports)” buttons.

While you have the draft JHA open during the review with your Work Lead, you

should update the Descriptions of Work for all of the Work Groups of which

Ou are

a member. To do so, click on the “Update Description of Work™ button nexj/to the

name of each Worl

k Group.

LAWRENCE BERKELEY NATIONAL LABORATORY

JOB HAZARDS ANALYSIS

e Status: Draft
Worker: W/ Work Lead: Lucas,Donald (546850) [ Approve by Wark Lead ] [ Change ] Apprg{nl Status: | Awaiting SupwAWWL Approval
i ; :
Actjfe Date:
Division: ty | Supervisor: Lucas,Donald (546850) Eﬂ)im(ion Date:
Office: Employment Date: | 09/05/2006 AHA Number: 11472
Phol}e: |1 Job Title: Training Specialist 2
Email: -

V Indicates course requirement fulfilled

x Indicates course requirerment not fulfilled - Additional training required

Group 1: EH&S Training Group (Owner DONALD LUCAS 546850) [ Make Chanige:

Description of Work: Replace this text with a description of the Work that this ¥Work
raterials used, processes employed, equipment used, and expected outputs. It should be of sufficient detail that the tasks o

] [ Update Description of Work ] [

date Tasks/Hazards/Contrals

s applies. Please include the general Work objectives, locations,
an be determined by a trained individual

Task #

Description

Hazard(s)

Control(s)

1

Intensive use of desktop andfor laptop
computers

Musculoskeletal discomfort or injury

&) EHS 0053 Erga Self Assessment for Computer Users
(Remedy Interactive - online)
' &) EHS0058 Ergo Self Assessment-Refresher

Take periodic breaks to stretch or walk (e.g., 5 minute breaks
each hour, or mare often if fatigue is felf).

Use neutral postures: straight wrist, arms/elbows at sides, and
headfneck balanced over shoulders

Use keyboard shortcuts, alternate hands, and/or use alternate
pointing devices to minimize mouse repstition,

djust chair, keyboard/mouse and maonitor settings to avoid
awkward postures. Arrange tools for easy reach

Immediately notify Supervisor of any discomfort

Lifting objects

Muscle strain/sprain

+ &) EHS 0062 WorkEmart Ergonomics

Be sure you understand the load - assess its weight, size and
balance, especially with large items (e. 0., video equipment).

Get assistance with liting heavy and/or awkward loads

ssure a clear path when moving loads

Individual: [ Make Changes ] [ Update Tasks/Hazards/Controls ]
Description of Wark: All Work is described by the Work Groups above

|Tﬂ$k # |Descri|)|ion |

Hazard(s)

|Co|||ro|(s)

O See

http://www.lbl.gov/ehs/jha/pdf/W
orklL eadStepbyStep.pdf for more
information on how the Work
Lead accesses and approves the
JHA.

The ability to make changes is
only open to the Work Lead. You
cannot make edits to your own
JHA. Changes must be done by
your Work Lead having signed
into the system as him/her self.



http://www.lbl.gov/ehs/jha/pdf/WorkLeadStepbyStep.pdf
http://www.lbl.gov/ehs/jha/pdf/WorkLeadStepbyStep.pdf

Description of Work Page 19 of 21
Job Hazards Analysis Appendix A: Step-by-Step Instructions

May 5, 2009

Adding Description of Work to Individual Profiles
(continued)

Helpful Information

STEP 8. If you need to make changes to the Work Group Descriptions to more accurately
reflect your work, do so using the “Make Changes” button.

':?}I A LAWRENCE BERKELEY NATIONAL LABORATORY r
e JOB HAZARDS ANALYSIS @

Status: Draft

Worker: Work Lead: Lucas Donald (546850) [ Approve by Wark Lead ] [ Chanige ]

%)}eﬁl Status: | Awaiting SupvWL Approval
Clive

Division: / y | Supervisor: Lucas Donald (546850) Expiration Date:

Office: / Employment Date: | 03/015/2006 JHA Number: 11472
Phone: . .

Email: —1 Job Title: Training Specialist 2

V' Indicates course reguirement fulfilled
x Indicates course requirement not fulfilled - Additional training required

Group 1: EHE&S Training Group (Owner DONALD LUCAS 546860) [ Make Changes ] [ Uplale Description of YWork ] [ Update Tasks/Hazards/Controls

Description of Work: Replace this text with a description of t orms and to which this analysis applies. Please include the general Work objectives, locations,

materials used, processes employed, equipment used, and expecied ouipuis. e of sufficient detail that the tasks can be determined by a trained individual

Task# |Description Hazard(s) Control{s)
1 Intensive use of desktop and/or laptop Musculoskeletal discomfart or injury ' &) EHS 0053 Ergo SeltAssessment for Computer Users
computers

(Rermedy Interactive - onling)
' &) EHs0052 Ergo Self Assessment-Refresher

Take perindic breaks to stretch or walk (8.9., 5 minute breaks
each hour, or mare often if fatigue is felt)

Use neutral postures: straight wrist, arms/elbows at sides, and
head/neck balanced over shoulders

Use keyboard shortcuts, altemate hands, and/or use altemate
pointing devices to minimize mouse repetition.

Adjust chair, keyboard/mouse and monitor settings to avoid
awkward postures. Arrange tools for easy reach

Immediately notify Superisor of any discomfort.

2 Lifting objects Muscle strain/sprain & EHS 0062 WarkSmart Ergonarmics

Be sure you understand the load - assess its weight, size and
balance, especially with large iterms (e.0., video eguipment).

Get agsigtance with lifting heavy and/or awkward loads

Assure a clear path when moving loads

Individual [ Make Changes ] [ Update Tasks/Hazards/Controls ]
Description of Work: All Work is described by the Work Groups above

Task# |Descri|nion ‘Haznnl(s) ‘Comrol(s)

Make changes to the newly-
updated Description of Work by
clicking on the “Make Changes”
button.

Clicking on the “Make Changes”
button also opens up the Tasks,
Hazards and Controls for that
Work Group into the “Edit JHA
Profile” mode. You can do this to
more accurately reflect your
Work. See
http://www.lIbl.gov/ehs/jha/pdf/W
orkL eadStepbyStep.pdf for step-
by-step instructions on how to edit
Tasks, Hazards and Controls.



http://www.lbl.gov/ehs/jha/pdf/WorkLeadStepbyStep.pdf
http://www.lbl.gov/ehs/jha/pdf/WorkLeadStepbyStep.pdf
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Adding Description of Work to Individual Profiles
(continued)

Helpful Information

Edit JHA Proﬁ/e

LAWRENCE BERKELEY NATIONAL LABORATORY

STEP 9. Save any changes that you make.
You may' G'D’d, updafe or delete fﬁ'.‘i.‘(&‘J hazards and confrols fofms Indiidual JHA

by clicking the appropriaie feons below.

Employee NamW /////%1 Return to F'W\ew ]

JHA Group: EH,
Description of Y§ork
Replace this t _ ¥ of the Work that this Work Group performs and to which this analysis applies. Please

include the general Work objectives, locations, materials used, processes employed, eguipment used, and expected
outputs. It should be of sufficient detail that the tasks can be determined by a trained individual.

B B ) )
2dd  Rehesh Expand All Collapse All

’ =} & f} G 1 Intengive use of desktop andfor laptop computers
B B ‘1}' G 1 tusculoskeletal discomfort or injury
574 4 _EID-IHS“ESSQ Ergo Self-Assessment for Computer Users (Remedy Interactive EHS0053
Take periodic breaks to stretch or walk {e.g., & minute breaks each hour,
&7 G 2 of rore often if fatigue is felt)
Use neutral postures: straight wrist, arms/elbows at sides, and headfmeck
& G g balanced over shoulders.
Use keyboard shartcuts, alternate hands, andfor use alternate pointing
&7 G & 4 devices to minimize mouse repetition.
Adjust chair, keyboard/mouse and monitor settings to avaid awkward
\ &’ G g postures, Arrange tools for easy reach.
\ B2 G B Immediately notify Supervisor of any discomfort
—

O Be sure to “Save” any changes to

| —

the Description of Work. If you
“Return to Previous View”
without saving, the changes will
not be stored.

Changes made to the Tasks,
Hazards and Controls are saved as
part of the editing process. See
http://www.lbl.gov/ehs/jha/pdf/W
orkL eadStepbyStep.pdf for step-
by-step instructions on how to edit
Tasks, Hazards and Controls.



http://www.lbl.gov/ehs/jha/pdf/WorkLeadStepbyStep.pdf
http://www.lbl.gov/ehs/jha/pdf/WorkLeadStepbyStep.pdf
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Adding Description of Work to Individual Profiles
(continued)

Helpful Information

STEP 10. When you and your Work Lead have finished making changes, and you two
understand the Tasks, Hazards and Controls, the Work Lead signs off electronically
by clicking on the “Approve by Work Lead” button. You will sign off by clickingon
the “Approve by Employee” button that appears a few seconds later, AFTER-the
Work Lead’s approval has been stored in the JHA database.

LAWRENCE BERKELEY NATIONAL LABORATORY

JOB HAZARDS ANALYS!S

V Status: Draft
Worker: /////// Work Lead: Lucas,Donald (545860) (] Approval Status: | Awaiting SupwWL Approval
s Active Date:
Supervisor:

Expiration Date:

JHA Number: 11472

Division: ity Lucas,Donald (546850)
Office:
P :
e ] Job Title:
Email:

Training Specialist 2

Employment Date: | 09/05/2006
¥ Indicates course requirement fulfilled

Indicates course requirarment not fulfilled - Additional training required

Group 1: EH&S Training Group (Owner DONALD LUCAS 546850) [ Make Changes ] [ Update Description of Work ] [ Update Tasks/Hazards/Controls

Description of Work: Replace this text with a description of the YWork that this Work Group performs and to which this analysis applies. Please include the general Waork objectives, locations,
materials used, processes employed, equipment used, and expected outputs. |t should be of sufficient detail that the tasks can be determined by a trained individual

Task# |Description Hazard(s) Control(s)

1 Intensive use of desktop andfor laptop
computers

Musculoskeletal discomfort or injury /&) EHS 0058 Erga SelfAssessment for Camputer Users

(Remedy Interactive - anling)
v' &) EHs0058 Ergo Self Assessment-Refresher

Take periodic breaks to stretch or walk (e.g., 5 minute breaks
each hour, or more often if fatigue is felf)

Use neutral postures: straight wrist, armsfelbows at sides, and
headfneck balanced over shoulders.

Use keyboard shortcuts, alternate hands, andfor use altemate
pointing devices to minimize mouse repetition.

widjust chair, keyboard/mouse and monitor settings to avoid
awkward postures. Arrange tools for easy reach

Immediately notify Superdsor of any discomfort.

2 Liting objects Muscle strainsprain

' &) EHS 0062 WorkSman Ergonormics

Be sure you understand the load - assess its weight, size and
balance, especially with large items (8.9, video equipment)

(Get assistance with lifting heavy andfor awkward loads

Wssure a clear path when moving loads

Individual: [ Make Changes ] [ Update Tasks/Hazards/Controls ]
Description of Wark: All Work is described by the Work Groups above

|Task # |Descri|)|ion |annr(l(s] |Cn|||rnl(s]

O Work Lead signs off first by
clicking on the “Approve by
Work Lead” button.

O A second button “Approve by
Employee” appears after the
Work Lead has signed off.

You’re done!

Be sure to review your JHA regularly and update it at least
annually, plus whenever your work changes.
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